
Dfbfsion of A h i n i r k r a t i o n  - Off ice  of  Accounting 
No. .,2 Capi to l  Square 
A t l 8 n t 8 ,  Georgia 

7- ACTION REQUESTED 
ESTABLISH DISPOSITION STANDARD; 
RECORD WILL CONTINUE TO ACCUMULATE. 

DISPOSE OF PRESENT ACCUMULATIONS; x 
- r w z r z r  .--3F--. t ----*- -T*wGm-- 

9. Exact Series Title 
0 
a Earliest & Latest Dates of Series 

Application and Pennit  f o r  an Outdoor Advertising 
A_..-_- a n  F i l e  

I_ --_----- ---.- 1969 - TO Date 
I----l--̂ - 

10. What is the function of the office in which this record series is created 

The Divlrion of Administration provides a t a f f  support  t o  the  Department in the  areas of 
general  accounting, aud i t s  and f i s c a l  procedures, personnel and t ra in ing ,  contract. 
procurement and 8dminiatr8tion, equipment cont ro l ,  purchasing, inventory 8nd warehouse 
cont ro l ,  general  f i l e s ,  records management, Department budget and a i r  t r ave l  nervice. 

- - I_ ___ ...._---- 
I t  This file contains the following documents (include form numbers and titles, if a n i  and file arrangement): 

Documents r e l a t i n g  to accounting for monies co l lec ted  a8 fees  f o r  permits f o r  outdoor 
adver t i s ing  signs. 

Included are:  Application and Permit For a~ Outdoor Advertising Sign (Form HII 5 6 2 )  
Receipt 
Bank Depqqit Ticket - 'Bi l lboard  Account 

F i l e  i s  arranged chronological ly  by month. 

ATTACH SAMPLES OF THE FILE 

', 
AVERAGE DAXLY IIEI'ERENCW 



13. Is this the Record Copy of the series? I r 1 1x1 
. I  I 14. Is there a duplication of this series in another office or agency? 1 I '  . rxl 1 1 ~  

! 

15: IS the information contained MShis !erigs .ever summarized or'published? Attach copy of s;G4mmaty or publication. [ ] ' 1 x] 

16. Does the series contain classified information rrquirine security hai,dling? [ 1 ! X l  

. I X I  
:-, - . , .  

~. ~~ 

. .  - . .  <:- .. 
17. Does the series initiate, amend or terminate agency policies and procedures? , - - . 

- .  ~. .. , 
18 Could the function be performed i f  the.files were lost or destroyed? .~ ~ . . f ~ '. FX:. I 1 

I 1 [ X I  19. Is the series (or major portion of it) regularly microfilmed? If yes, why? 

20. Does the record series provide data as input to an EDP file? . .  c 1 .- [ X I .  

21. . Does the' record series contain documentation produced as EDP printout? I 1 [ X I 3  
i 

- .. s.. : ~ '  .: . ? . :\ > .~ 
22. Has the Federal Government issued instructions governing retentionldisposition of these files? [ 1 - "XI I 

(Indicate briefly rationale for recommendations abovelor write additional remarks): I 

23. Wi l l  there be a need for these records 10, 15 years from now? If yes, what? r 1 1x1 
I 

,. : I '  . .  - I ~~ ~ 
i: ~' c \* - ~. _ _ ~  _.__ _"_ ~. . ~ ~~ 

~ i '; - ,. . .. .. . .  
'. c 

2 =  __. .. 

, ~- , . .  . .. .~ . . ~ 

. . .  
.. 24. REQUIREMENTS: The following requires the files to be kept . . ;... 1 ..:.____.years: . .  . . .  

e . .  .. ~ 

5 ~ . :. I-.. . ~~ 
~. - .  

~ * .  .. 
, :- . 

a. [ 3 STATE b. [ ] STATUTE OF c. [ x ]  AUDIT d. [' ] FEDERAL e. ( ] ADMINISTRATIVE f. [ ] HISTORICAL 
LIMITATION . PERIOD LAW DECISION VALUE 

(Cite Law, Statute, or other reason for the retention requirement) 
LAW 

____._I____~ ~~ ~ __ ~ 

25. AGENCY RECOMMENDATIONS: This agency recommends that the file series be cut off at the end of each 
-[ 3 CALENDAR YEAR -B ] FISCAL YEAR -[ ] Other then: 

[ 7 Hold in the current files area month(s)/ . .. year(s): 
[ ] Transfer to ,[ 3 State Records Center [ ] Local Holding Area; hold ~ ..... ~. 

( 3 Destroy. 
[ 3 Transfer to State Archives for permanent retention. 
[ 3 Destroy immediately after cut-off. 
[XI Other: (Specify) Hold i n  current f i les  area 1 year or  unt i l  State audit i r  'cornpicite, 

whichever is laf&er; then destroy. 
claim or audit questions w i l l  b e  retained unt i l  a l l  questions are 
resolved. 

.. ~. 
~~ 

Records involved i n  any unresolved 

b 


